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Checklist
Please save this checklist and have it with you, alongside the guidance, when uploading reports to the National Reports Library. 

☐Email research@healthwatch.co.uk to create an account.
☐Write a report summary including the following points (for all reports other than Enter & Views):
☐Why your Healthwatch wrote the report?
☐How many people’s experience does the report represent? 
☐Over what period was the data collected?
☐What are the key findings?
☐What are the key recommendations/what issues do the recommendations cover?
☐Whether any action has been taken on the recommendations?
☐OR write a report summary including the following points (for enter & view reports):
☐Why the Healthwatch did the enter and view and when?
☐How many people’s experiences does the report represent? 
☐What areas does the report cover?
☐What are the key recommendations/what issues do the recommendations cover?
☐Whether the provider has taken any action on the recommendations?
☐Upload a pdf file of your report.
☐Tick ‘annotations complete’.
☐Add a report title.
☐Input the dates of uploading the report and when the research was carried out.
☐Assign at least one key theme to your report.
☐Insert the name of the local Healthwatch that carried out the research.
☐Tick the methodology used in the research.
☐Enter the name of the service provider if you have worked with one on this report.
☐Tick the relevant boxes for health & social care services.
☐Tick the relevant boxes for people who shared their views.

☐Click save. This creates a to-do item for Healthwatch England to read so your report can be checked and approved. 
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